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3 For convenience of reading, the standard
generic pronoun usage will be followed in the
remainder of this Order. Where the pronoun
‘he’ is used it should be understood to in-
clude he or she; ‘him’ includes him or her;
‘his’, his or hers; ‘himself’, himself or herself.

Subpart B—Conduct and
Responsibilities

§ 1100.6 Proscribed actions.

Employees are forbidden by law to
take certain actions. An employee
shall avoid any action which might re-
sult in, or create the appearance of:

(a) Using public office for private
gain;

(b) Giving preferential treatment to
any person;

(c) Impeding Government efficiency
or economy;

(d) Losing complete independence or
impartiality;

(e) Making a Government decision
outside official channels; or

(f) Affecting adversely the confidence
of the public in the integrity of the
Government.

NOTE: A summary of laws pertinent to all
Government employees is contained in ap-
pendix C.

§ 1100.7 Responsibilities.

(a) Each employee is responsible for
acquainting him/herself 3 with the
standards of conduct expected of him,
and to conduct himself, both on and off
the job, in a manner which will insure
that his actions reflect credit to the
Federal Government and the Section.

(b) Supervisors will keep subordinate
employees informed regarding the
proper standards of conduct required.
Before any remedial action is initiated
against an employee whose conduct ap-
pears to be in violation of established
standards or statutes of conduct, the
Personnel Director or his designated
representative will be consulted.

(c) The Personnel Director, or his
designated representative, will provide
assistance and/or counseling to em-
ployees and all levels of management
in observance of regulations pertinent
to conduct and/or conflict of interest.

(d) The Chief, Real Estate is the main
point of contact on conflicts of interest
problems. The Special Legal Assistant

will assist on matters of legal interpre-
tation.

(e) All employees engaged in procure-
ment and related activities have a spe-
cial responsibility for protecting the
Government’s interests as well as for
maintaining the reputation of the Sec-
tion for honesty, courtesy, and fair
dealing. Accordingly, all such employ-
ees are required to become thoroughly
familiar with the provisions of Federal
Personnel Manual, Chapter 735, relat-
ing to procurement activities.

§ 1100.8 Rules of conduct.

(a) The primary purpose of estab-
lishing rules of conduct is to provide
guidance. Although the rules set forth
in this Order are considered reasonable,
it is recognized there will be instances
in which one or more of these rules will
be disregarded or violated. Provisions
have therefore been made for the impo-
sition of remedial actions designed
both to correct the disregard on the
part of the offenders and to serve as a
caution to others.

(b) On-the-job conduct. Each employee
is expected to:

(1) Report promptly for work in a
condition which will permit him to per-
form assigned duties (i.e., in appro-
priate clothing, with any required tools
and/or equipment, and in a sober condi-
tion).

(2) Render full, efficient, and indus-
trious service in the performance of as-
signed duties. If insufficient work is as-
signed to occupy an employee fully at
any given time, he is expected to notify
his supervisor so that additional work
may be assigned.

(3) Give ready response and enthu-
siasm to directions and instructions re-
ceived from his supervisor.

(4) Exercise courtesy and tact in
dealings with fellow workers and the
public.

(5) Maintain a clean and neat per-
sonal appearance to the maximum
practicable extent during working
hours.

(6) Conserve and protect Federal
funds, property, equipment, and mate-
rials.

(7) Observe the various laws, rules,
regulations, and other authoritative
instructions, and consistently conduct
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himself in a manner which is beyond
reproach.

(8) Recognize his responsibility for
taking an active part in the Section af-
fairs.

(9) Uphold with integrity the public
trust involved in the position to which
assigned.

(c) Off-the-job conduct. While the Sec-
tion does not desire to interfere unnec-
essarily in the private lives of its em-
ployees, it does expect them to conduct
themselves at all times in a manner
which will not reflect unfavorably upon
the Federal Government as their em-
ployer.

§ 1100.9 Conflict of interest.
(a) All Section employees are bound

to refrain from any private business or
professional activity which would place
them in a position where there is a
conflict between their private interests
and the public interests of the United
States. Even though a technical con-
flict of interest may not exist, employ-
ees must avoid the appearance of such
a conflict from a public confidence
point of view. (chapter 11 of title 18 of
the U.S. Code, enacted by Pub. L. 878–
849, effective January 21, 1963, con-
stitutes the basic conflict of interest
statutes.)

§ 1100.10 Outside employment.
(a) Section employees will not en-

gage in outside employment or other
outside activities, with or without
compensation, which—

(1) Interferes with the performance of
their Government duties;

(2) May reasonably be expected to
bring discredit upon the Section or the
Government; or

(3) Appears to involve a conflict of in-
terest.

(b) All employees are prohibited from
using their titles or positions in con-
nection with any commercial enter-
prise or in endorsing any commercial
product or venture.

(c) Section employees engaged in ac-
tivities related to procurement will not
accept part-time off-duty employment
with any person that is a contractor
with the Government. This prohibition
applies regardless of the nature of the
services to be performed. (e.g., Profes-
sional employees of the Section such as

attorneys, engineers, and accountants
will not represent or advise a Govern-
ment contractor concerning either the
commercial or Government pursuits of
such person; nor will such personnel
render services in behalf of the officers
of contractors with whom they trans-
act business on behalf of the Govern-
ment, even though such services might
be performed in connection with the
personal affairs of such officers of the
contractors.)

§ 1100.11 Indebtedness.

(a) An employee shall pay each just
financial obligation in a proper and
timely manner, especially one imposed
by law, such as Federal, State, or local
taxes. For the purpose of this para-
graph a ‘just financial obligation’
means one acknowledged by the em-
ployee, imposed by law, or reduced to
judgment by a court.

(b) When an employee has a levy
placed against his salary for failure to
pay an indebtedness for Federal income
taxes, he shall be issued a written rep-
rimand stating that failure to make
satisfactory arrangements regarding
future tax liabilities will be grounds
for removal.

(c) When an employee is the subject
of a letter of complaint stating that he
has not paid his State or local taxes
and has failed to make satisfactory ar-
rangements regarding the debt, he
shall be interviewed by the Personnel
Director, or his designated representa-
tive in field offices. In this interview
he shall be instructed to make satisfac-
tory arrangements for payment of his
debt immediately and informed that
failure to do so will be grounds for re-
moval.

(d) When an employee is the subject
of a letter of complaint regarding any
other kind of indebtedness to a unit of
government, Federal, State, or local,
the procedure prescribed in paragraph
(c) of this section, shall be observed.

(e) When a creditor who holds a legal
judgment against an employee requests
that the Section assist in collecting
the debt, the employee shall be inter-
viewed by the Personnel Director, or
his designated representative in field
offices, as appropriate. In this inter-
view he shall be instructed to pay the
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